
Faces of the Risk Management Team  
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Introduction 
n  Workers’ Compensation Overview.. Before You Need It 

q  Contacts 
q  Employee Rights 
q  Employee Responsibilities 
q  City of Houston Responsibilities 
q  Transitional Duty 
 

n  Supervisor Post Injury 
q  Supervisor Packet  
q  Medical 
q  Timecards 

 
n  Designated Department Representative Post Injury 

q  Return to work   
q  Salary Continuation 
q  Long Term 
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Contact us at: 713-837-9495 

We are located at 611 Walker, 4th floor.   
Our fax number is: 713-837-9494 

 Intranet address: 
 http://choice.cityofhouston.net/hr/risk_management/index.html 
 Internet address: 
 http://www.houstontx.gov/hr/wc/index.html 
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Workers’ Compensation Partners 

9800 Richmond Ave, Ste. 425 
Houston, Texas  77042 
713-914-3200 

 

The City’s Third Party Administrator (TPA) investigates  
and administers the City’s workers’  compensation  
claims. 

The TPA utilizes other partners to review medical bills for compliance and payment as 
well as other cost containment functions.  
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What is Workers’ Compensation? 

n  A state-regulated program for employees with 
work-related illnesses and injuries that requires 
the City of Houston’s Third Party Administrator 
to pay:  

q Medical benefits 
q Disability wages 
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Common Medical Benefits 

n  Routine Office Visits 
n  Physical Therapy 
n  Medications 
n  Diagnostic Testing 
n  Surgery 
 
Medical benefits are paid for the employee’s lifetime, as long as  
the treatment is related to the employee’s on-the-job injury. 
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Common Disability Wages 

Lifetime Income Benefits are also available to employees that meet state 
Workers’ Compensation requirements. 

Temporary  
Income Benefits

Impairment  
Income Benefits

Supplemental  
Income Benefits

Date disability began MMI 
 or  
104 weeks

End of IIBs 401  
Weeks
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How Are These Benefits Funded? 

The City of Houston is a Certified Self-Insured 
Employer… Therefore, Workers’ Compensation 
costs are paid from… 

Your department’s 
budget! 
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Regulations of Our Workers’ 
Compensation Program  

** The State Utilizes the Medical Disability Advisor (MDA) to provide expected length of 
disability duration.  

** The State utilizes the Official Disability Guidelines (ODG) to indicate the appropriate 
medical treatment. 

*** The City utilizes Executive Order 1-33, Workability Guidelines to manage return-to-
work 

Executive Order 1-33, 
Workability 

Guidelines*** 

Workers’ Compensation 
Rules ** 

Labor Code 
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Workers’ Compensation –  
Before You Need it 

  
We want our employees to go home, the same  
way they came to work, accident and injury  
free..  
 

In the unfortunate event of an on-the-job injury,  
we want to get them back to work just as they  
were before their injury as quickly as medically  
possible… 
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State & City of Houston  
Employee Rights 

n  Right to initial choice of doctor 

n  Right to receive reasonable and necessary medical care to 
treat work-related injury or illness 

n  Right to receive income benefits  

n  Right to confidentiality  

n  Right to receive a copy of the entire Supervisor Accident 
Packet 

n  Right to Office of Injured Employee Council services 

n  Right to hire an attorney to help get benefits or resolve 
disputes  

n  Right to judicial review of disputed claims 
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Employee Responsibilities 

n  Tell employer about injury or 
occupational disease 

 

n  Complete & send Employee's 
Claim for Compensation for a 
Work-Related Injury or 
Occupational Disease form to 
Division of Workers’ 
Compensation  

n  Tell Division of Workers’ 
Compensation and the City’s 
Third Party Administrator 
whenever income or employment 
changes 

n  Tell Division of Workers’ 
Compensation and the City’s 
Third Party Administrator 
whenever address changes 

 

State City of Houston 
n  Notify Supervisor about injury or 

occupational disease 
 
n  Complete Supervisor Accident Packet 

n  If medical treatment is required, it must 
be with a doctor that accepts Workers’ 
Compensation 

n  Must notify the DDR and/or Supervisor 
of any changes in work status. 

n  Must be available daily to receive 
phone calls from DDR, Supervisor, 
Administrative Coordinator or adjuster. 
And also home visits with 24 hour 
notice. 

n  Refer to E.O. 1-33 for complete list of 
responsibilities. 
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Division of Workers’ Compensation  
Approved Medical Examinations 

Designated Doctor: Selected by Division of 
Workers’ Compensation to make certain 
determinations: 

Ø  MMI / IR   Extent of injury 
Ø  Disability   Return to work status 

Require special training and must be neutral 
 

   ************************************ 
 
Required Medical Examination: Selected by TPA 
Adjuster and approved by Division of Workers’ 
Compensation  to make certain determinations: 

Ø  MMI / IR   Extent of injury 
Ø  Disability   Return to work status 
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Important Term 

One of the most common terms is:  
  
 Maximum Medical Improvement (MMI).  
 This is the earlier of:  

n  The date based on reasonable medical        
probability, further material recovery from or 
lasting improvement to an injury can no longer 
reasonably be anticipated; or 

n  104 weeks from date on which income benefits 
begin to accrue. May be extended due to spinal 
surgery. 
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Dispute Resolution Process 

•  Informal Dispute Resolution 

•  Benefit Review Conference  

•  Contested Case Hearing  

•  Review by Appeals Panel  

•  Judicial Review 
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Compliance 

Overall compliance in the Workers’ 
Compensation system is achieved through: 
 
n  Audits 
n  Complaints 
n  Enforcement 
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…What Does This Mean to You 

The City Offers Transitional 
Duty Assignments 

17 



What is Transitional Duty? 

 
Transitional duty allows employees to work 
within the restrictions set forth by their 
physician while they’re recovering. 
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Transitional Duty… A Shared 
Commitment 

n  Mayor 
n  Director 
n  Supervisor 
n  Employee 
n  Workers’ Compensation Designated 

Department Representative 
n  Health care providers 
n  Workers’ Compensation Adjuster 

Healthcare Provider
&

Injured Employee

Employer
&

Injured Employee

Shared
Responsibility

Insurance Carrier 
& 

Injured Employee
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Why Is Transitional Duty 
Important to You? 

It allows you to utilize your  
experienced employee to continue  
performing productive work while 
recovering.  
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Finding Appropriate Work: 
Easier Than You Think! 

n  Evaluate employee’s regular job tasks 
 

n  Look for miscellaneous overflow tasks 
n  Your Division/Section 
n  Your Department 
n  Outside Your Department 
 

n  Consider cross training 
 

n  Be creative 
n  Watch safety videos 
n  Stuff envelopes 
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Initial Supervisor Responsibility 

Be sure the employee receives immediate medical treatment,  
if needed 
 
Be sure everyone is safe and the hazard, if any,  
has been removed 
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Introduction 
n  Workers’ Compensation Overview.. Before You Need It 

q  Contacts 
q  Employee Rights 
q  Employee Responsibilities 
q  City of Houston Responsibilities 
q  Transitional Duty 
 

n  Supervisor Post Injury 
q  Supervisor Packet  
q  Medical 
q  Timecards 
 

n  Designated Department Representative Post Injury 
q  Return to work   
q  Salary Continuation 
q  Long Term 
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Supervisor Packet  
 

You can find a copy of the City of Houston Supervisor 
packet at: 

http://www.houstontx.gov/hr/wc/index.html 
 

n  Complete the Accident Report, On The Job Injury 
Reference Sheet and the HIPAA Medical Release Form 
with employee.  

n  Provide the employee with a copy of the HSI RX Pharmacy 
Program. 

n  Provide the employee a copy of the Summary Workability 
Guidelines E.O. 1-33 (For Injured Employees) Booklet. 
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John Doe 000000 123-45-6789 

(713) 
555-5555 

(713) 555-5555 DDR 10-23-2006    12 : 
05 

  10   23   2006         
12 : 15  

Paul 
Garcia 

(713) 555-5555 

English White Other $13.00       
$620.00 

   8                        5   $840.00           80  10                    1  11                     3 

ü   Concentra 

Jane Doe (713) 555-5555 

ü   

 

I was walking down the hall with Jane Doe and when I turned the corner I fell over the boxes 
stacked in the hall hurting my knee and back. 

 

  
Employee was walking down hall, talking to Jane Doe. Jane doe continued forward through 
doorway and John Doe continued around the corner colliding with boxes stacked against the left 
side of the hallway, falling to the floor on his left knee and back. 

Left Knee & Low Back 

Trip and Fall 

611 Walker St. 6th Floor 
Hallway 

Walking and talking to Co-worker 

N/A 

Boxes 

Perer Jones Supervisor 10-23-2006 

10-23-2006 John Doe CC55555 
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n  Give a copy of The 
Summary Workability 
Guidelines E.O. 1-33 
(For Injured Employees) 
booklet  to the injured 
employee. This has key 
contact information, 
details of the Salary 
Continuation Program 
and responsibilities as 
an injured worker of the 
City of Houston. 
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Jpeter Jonese 

John Doe 

John Doe 

123 Houston St.  Houston, TX  77002 
(713) 555-5555 123-45-6789 

10-23-2006 

HIPAA Medical 
Release Form 

HIPAA medical 
release form is 
optional; however, it 
is encouraged to 
have the injured 
employee to sign it 
as this will assist in 
timely payment of 
benefits. 
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n  The City of Houston On 
The Job Injury 
Reference Sheet 
highlights some of the 
injured worker’s rights 
and responsibilities.   

n  Go through each item 
with the injured 
employee. 

n  Have the injured worker 
initial and sign. 
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Provide the injured  
employee with a 
copy of HSI’s 
prescription program 
information as this 
enables the  
Employee to fill their  
first prescription. 
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Documents to be given to employees 
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Medical Treatment 

n  It is important to insure the doctor chosen for 
treatment accepts Workers’ Compensation 
for payment. 

 
n  The injured employee should not have any 

out of pocket expenses for medical treatment 
or prescriptions. 
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Report Claim to TPA 
Within 24 hours 

 
n  Have the completed supervisor packet in front of you to 

make the call in process faster and easier. 

n  Call the Third Party Administrator Intake Line, at 
1-866-678-1748, within 24 hours of the incident, Per 
EO-133.  

n  Advise Intake when you are reporting a lost time injury if the 
employee’s injury prevents them from working their next 
scheduled shift.  

n  Obtain the claim number and be sure to write in on the 
injury report.   
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Report Claim to TPA 
Within 24 hours…Cont. 

n  Late reporting of an injury is documented by the 
monthly Lag Report.  Claims that are reported 
outside of the 24 hour time frame may generate 
a phone call questioning the late report. 
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Review Completed Supervisor Packet  
for Accuracy and Completeness 
n  Ensure both pages of the accident report are 

completed. 
n  Ensure your file contains the On the Job Injury 

Reference Sheet signed by the employee and 
supervisor. 

n  Ensure the HIPAA Medical Release form is 
completed and signed by the employee. 

n  Make sure to send a copy of the accident report 
to your appropriate safety representative and 
TPA. 
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Workers’ Compensation  
Time Entry Codes 

 
 
 
 
 
 
 
 
 
 
 

n  You must account for all scheduled work hours through data entry: 
 

q  Workers’ Comp Injury Leave (WCIL) must be recorded to account for time off 
work, due to a work related injury.  

 
q  Workers’ Comp Transitional Duty (WCTD) must be recorded to account for hours 

worked while the employee is working Transitional Duty. The employee must not 
punch in or out.  

q  Workers’ Comp Doctor Visit  
n  WCDR must be recorded for Full Time Employees to account for time off work to attend a workers’ 

comp related medical appointment. The employee must report to work, before or after, the appointment.  
n  WCPP must be recorded for Part Time Employees to account for time off work to attend a workers’ 

comp related medical appointment. The employee must report to work, before or after, the appointment. 

n  Do Not Use These Codes AFTER The Employee Reaches MMI.  
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n  Notify your DDR of claim 
n  Follow your Division/Branch internal procedures for 

submitting the claim documentation should be 
forwarded to DDR within 24 hours of the incident. 

n  The claim documentation should be forwarded within 
24 hours of the accident by: 
q  Scanning and emailing or faxing to your DDR.    Follow up by 

sending the original copy of the accident report by inner office 
mail to your DDR. 

Notify Your Designated Department 
Representative (DDR) Of The Claim 
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Notify DDR of Any Change in the 
Employees Work Status  

n It is imperative to report any changes in your employee’s 
work status because changes in the work status may directly 
affects benefits received by an employee.  

n The failure to timely notify your DDR, adjuster and time 
keeper may result in an overpayment or underpayment to the 
employee. Both scenarios cause unnecessary burdens on 
our payroll departments as well as the employee.  

n This may also result in a maximum fine of $25,000.00 per 
day of late payments issued by the Texas Department of 
Insurance.  
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Off-Work Employee 
Contact 

Studies have shown that when an employee 
has been injured, in most cases, lack of 
employer contact lowers the employee’s 
motivation to return to work and their overall 
morale. Keeping in contact with the 
employee ensures that their department 
wishes for their return and will keep the 
employee motivated through their recovery 
process. 
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Home Visits 

n  The recovering employee, while on total 
disability, will make himself/herself available 
for home visits by Designated Department 
Representative and Administrative 
Coordinator. The recovering employee will 
receive no less than a 24 hour notice for each 
visit. The treatment schedule and/or 
appointments will be considered with the date 
and time of the visit. 
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Transitional Duty  

  
n  Transitional duty allows employees to continue 

healing within the restrictions set forth by their 
physician while still being productive and earning 
their regular wages. 

 
n  Supervisors are encouraged to utilize their own 

employees when they are released to Transitional 
Duty as long as they can accommodate them. 
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Doctor Visits 

n  If you are supervising a transitional duty 
employee, time away from work due to follow 
up doctor visits and physical therapy has to be 
documented. 
q  See example 206. Optional. 
q  Report the time in Kronos as # of hours - WCDR. 
q  Attach supporting medical documentation. 
q  Fax copies to the DDR and send originals by inter 

office mail to the within 24 Hours.  
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Summary for Supervisors 

n  Prepare injury paperwork on ALL injuries reported to you 
immediately regardless of the severity. 

n  Call the injury in to our TPA claims reporting service. 
n  Be sure to write the reference number given by the TPA on the 

injury paperwork and provide the number to the injured employee. 
n  Submit completed injury paperwork to your DDR within 24 hours. 
n  Always contact your DDR with any questions or concerns you have. 
n  Respond to all inquiries from the adjuster.  It would be helpful to 

provide your cell phone number on the injury paperwork. 
n  Provide employee with a completed copy of the packet. 
n  Update timecard, daily 
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Introduction 
n  Workers’ Compensation Overview.. Before You Need It 

q  Contacts 
q  Employee Rights 
q  Employee Responsibilities 
q  City of Houston Responsibilities 
q  Transitional Duty 
 

n  Supervisor Post Injury 
q  Supervisor Packet  
q  Medical 
q  Timecards 

 
n  Designated Department Representative Post Injury 

q  Return to work   
q  Salary Continuation 
q  Long Term 
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Salary Continuation 

Salary Continuation is the sum of money, before 
withholdings and deductions, paid by the City funds in 
conjunction with TIBS to recovering employees who  
meet the salary continuation program requirements.    
 
See E.O. 1-33 for additional information. 
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n  Ensure the folder contains the employee’s 
name, employee number and date of 
accident. 

n  Make sure copies of all DWC-6 forms and 
wage statements are in your file. 

 

n  Note that all documents are to be treated as 
confidential and should be shared only with 
those people who have proper authority. 

Create WC File Folder 
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Monitor Payroll and other Benefits 

n  Communicate with the time keeper and 
department payroll to ensure that they 
have the correct, current information on 
the work status of the employee. 

 

n  Work with the salary continuation staff to 
ensure correct benefits are being applied 
or deducted. 
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Monitor Medical and RTW Status 
n  Notify DDR and assigned adjuster of any work 

status changes.  You may also need to advise 
your time keeper. 

n  Be aware of the possible available transitional duty 
assignments in your department. 

n  To make certain that your employee’s treating 
doctor understands and addresses the City of 
Houston’s transitional duty policy, work with the 
administrative coordinator and attend the 
transitional duty meetings held weekly. 

n  Ensure the employee views al l t raining 
presentations. 
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Monitor Medical and RTW Status 
Cont. 

n  Continue to monitor medical during the 
transitional duty assignment and periodically 
review for continued approval of transitional duty 
extensions and other long-term options.   
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Maintain contact with injured employee by 
calling them on a regular basis. 
 
Provide documentation such as medical 
questionnaires. 
 
Encourage Supervisors to maintain contact 
with their employees. 
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Maintain Employee Contact 
 



Job Searches 

    If, after transitional duty is exhausted, and there is no full duty 
release, initiate a job search.  The employee will be asked to 
furnish a resume’ or will be assisted in creating one.  We 
request the search for positions that would accommodate any 
permanent restrictions.  There is no guarantee of locating a 
position.  The search is done at the following levels: 

 
n  Division Wide 
n  Department Wide 
n  City Wide 
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Medical Separation 

n  Non-punitive, non-disciplinary process for 
removal from payroll. 

n  Unable to perform the essential functions of 
the job hired for. 

n  Priority referral up to 2 years 

n  Available workers’ comp. benefits continue. 
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Disciplinary Action 

Failure to follow the E.O. 1-33,  
Workability Guidelines, may result in  
disciplinary action. 
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Helpful Hints 

n  There are four phone calls to make when preparing injury forms.  To 
save time, email the last three individuals.  This ensures everyone is 
aware of the injury and helps to prevent errors in the employee’s 
attendance reporting and pay. 

 
n  Sedgwick (to call in accident report), 1-866-678-1748 
n  Your Safety Representative (in case investigation is needed) 
n  Your Time Keeper (to ensure the proper and correct 

attendance is submitted for your injured employee) 
n  DDR (to advise injury paperwork is on the way).   
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Human Resources Department – Risk 
Management Responsibilities 

 

n  Workplace safety 

n  Medical services 

n  Return to work  
n  Dispute resolution 

n  Compliance  
n  Self-insurance regulation 
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